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QUESTION 

 

What do you think is the most common 
question I received about resumes? 

 

Chat out your answers 

 



Resume Secrets 
 

• Resume Myths & Principles 

• Common Mistakes 

• Formatting Tricks 

• Pesky Resume Problems 

• Types of Resumes 

• Avoiding Resume Black Hole 

• Key Words 

• ATD Resume Template 



Resume Myths 

1. There are rules to resume writing 

2. People will read my resume 

3. Resumes should be one page long 

4. Resumes should have an objective 

5. Resumes should include all of my experience 

6. Only include x years of experience 

 



From: http://talentcounseling.com/2015/05/job-search-facts-you-need-to-know-in-2015-infographic/ 
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Resume Principles 

1. Write to the future 
2. Re-weight skills & experience 
3. Be inclusive, not exclusive 
4. Sell it, don’t tell it 
5. Feel free to write 
6. Resume length is variable 
7. Keywords are critical 
8. Make resume inviting to read 
 

Source:  Resume Writing Academy Training by W. Enelow & L. Kursmark 



QUESTION 

 

What do you think is the biggest mistake that 
people make with their resumes? 

 

Chat out your answers 



Summary Section 
 



Summary Section 

• Top third of your resume – 6 second test 

• Contact information 

• What can you do for an employer? 

• What sets you apart? 

• Highlights key relevant skills, knowledge  

• Key words 

• Does it make you want to read on? 

 



Accomplishments 



QUESTION 

 

What do you think is the most common 
FORMATTING problem that people have with 

their resumes? 

 

Chat out your answers 

 



How to Set a Right Tab 



Formatting Tricks 

• Choose fonts wisely 

• Don’t waste precious real estate 

• Avoid long blocks of text 

• Avoid lengthy bullets & long lists of bullets 

• Learn how to use tables, right tabs, borders 

• Make it easy to revise  



QUESTION 

 

What is the most common “resume challenge” 
that job seekers face? 

 

Chat out your answers 



Pesky Resume Challenges 

• No clear direction  

• Gaps 

• Job hopping 

• Age 

• Career changers 

 



Handling Long Career 



Contract Work 



Functional Resumes 

May be appropriate if you: 

• Want to highlight older experience 

• Need to blend wide variety of skills/experiences 

• Want to highlight substantive volunteer experience 

• Have major gaps 
 

CAVEATS:   

• Recruiters don’t like them  

• May be better for networking   

 



Sample Functional Resume 



The Resume Black Hole 
 
 

https://www.td.org/Publications/Blogs/Career-Development-
Blog/2014/09/How-to-Avoid-the-Online-Application-Black-Hole 
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Plain Text Resume .txt 
Joe Retail 
www.linkedin.com/in/joeretail 
Phone: 610-123-4567  
Email: jretail@comcast.net 
 
RETAIL MANAGEMENT–TURNAROUND SPECIALIST 
 
Results-oriented retail management professional with 15+ years experience in store management, 
training and loss prevention. Customer-focused leader known for ability to transform low 
performance stores using team approach resulting in higher profitability, less shrink and 
reduced staff turnover. Expertise includes: 
 
* Sales & profit optimization 
* Personnel training & development 
* Store turnarounds 
* Inventory management 
* Loss prevention 
* Merchandising mix & display 
 
PROFESSIONAL EXPERIENCE: 
 
CVS PHARMACY, Philadephia, PA  
Store Manager 
1995-2010 
 
Managed two high volume CVS Pharmacy urban stores ($12 million including pharmacy, $5 million 
front store only) and one mid-size volume suburban store. Accountable for managing the customer 
experience, store appearance, profit and loss (P&L), hiring and training staff, vendor 
management, merchandising/product promotions, inventory and planogram completion. 
 
Store Turnaround: 
* Transformed non-performing low volume store to mid-volume store in two years, reducing shrink 
by 25%. 

 



Key Words 

Include keywords used in your industry/job category: 

• Job descriptions and postings for positions to which 
you would like to apply (www.indeed.com) 

• ATD competency model/Career Navigator 

• O*Net or Occupational Outlook Handbook 
http://www.onetonline.org/link/summary/13-1151.00 

• Using Word Clouds – www.tagcrowd.com; 
www.wordsift.com or www.tocloud.com 
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Word Cloud Sample 



ATD Resume Template  



ATD Resume Template 

Try out our new resume template: 
https://www.td.org/Digital-Resources/Tools/Resume-Template 

 

It’s still in “beta” mode, so send your feedback to me: 

skaiden@td.org 
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Next Steps 

• Review your current resume  

• Does the top 1/3 pass the 6 second test? 

• Based on today’s webcast, what else can you 
do to improve your resume? 

 

 

 



MORE QUESTIONS? 

   

Type out your questions in the chat box! 

 

Sue Kaiden 

skaiden@td.org 

@atdcareerdev  

mailto:skaiden@td.org

